
 
 

CSB 
 

PROCUREMENT 
 

PROCEDURES 
 

MANUAL 
 
 
 
 

Published By 
 

Commonwealth of Virginia 
Department of Mental Health, Mental Retardation 

and Substance Abuse Services 
Office of Administrative Services 

1220 Bank Street 
Post Office Box 1797 

Richmond, Virginia 23218-1797 
 

James S. Reinhard, M.D., Commissioner 
  

Revised 2002 



 



CSB Procurement Procedures Manual 
 

Table of Contents 
 

Section/Sub-Section        Page 
 

5 Overview 
5.100  Purpose of this Manual     5-1 
5.200  How will this Manual be updated?    5-3 
5.300  Organization of Manual     5-4 
5.400  What is the Virginia Public Procurement Act?  5-6 
5.500  What are the basic procurement procedures?  5-9 
5.600  General Procurement Policies    5-10 
5.700  Professional Development     5-17 
5.800  What is a Contract?      5-18 
 
10 What Procurements Can Be Made Without Competition? 
10.100  Small Purchases      10-1 
10.200  Emergency Purchases     10-5 
10.300  Sole Source Purchases     10-7 
10.400  Purchase of Used Equipment    10-10 
10.500  State or Local Contracts     10-12 
10.600  Purchases from State Agencies    10-15 
10.700  Sheltered Workshops     10-19 
10.800  Real Estate Procurements     10-20 
10.900  Donations       10-24 
 
15 How to Purchase Competitively 
15.100  Getting Started      15-1 
15.200  Small Purchase Procedures    15-20 
15.300  Formal Bidding (IFB)     15-24 
15.400  Competitive Negotiation (RFP)    15-34 
15.500  Procurement of Professional Services   15-46 
15.600  Procurement of Consultant Services   15-50 
15.700  Procurement of Construction    15-51 
15.800  Conference Procurement and Planning   15-54 
15.900  Contract Award      15-55 
 
20 Contract Administration 
20.100  Responsibility for Contract Administration  20-1 
20.200  Conformance to Contract Requirements   20-2 
20.300  Handling Default      20-4 
20.400  Modification of Contract     20-6 
20.500  Prompt Payment      20-6 
20.600  Debarment       20-8 
20.700  Equipment Maintenance     20-10 



Section/Sub-Section        Page
 
25 Appeals 
25.100  Appealable Conditions     25-1 
25.200  Administrative Review     25-4 
25.300  Effect of Appeal upon Award or Decision to Award 25-6 
25.400  Contractual Disputes     25-6 
25.500  Alternative Dispute Resolution    25-7 
 
30 Disposal of Surplus Property 
30.100  Disposal Methods      30-1 
30.200  Documentation      30-3 
30.300  Approval       30-3 
 
35 Risk Management 
35.100  Insurance Coverage     35-1 
35.200  Health Insurance      35-5 
35.300  Procurement of Insurance     35-6 
 
40 Ethics 
40.100  Purpose and Definitions     40-1 
40.200  Ethical Requirements     40-2 
40.300  Penalty for Violation      40-5 
40.400  Code of Ethics      40-6 
 

Appendices 
 
 A  Definitions 
 B  Vendors’ Guide to CSB Procurement Regulations 
 C  IFB Formats 
 D  RFP Formats 
 E  Terms and Conditions 
 F  Model IFB/RFP Addendum 
 G  Model Advertisement (RFP) 
 H  Tabulation and Evaluation Forms 
 I  Guidelines for Negotiations 
 J  Model Notice of Intent to Award 
 K  Award Forms 
 L  Contract Modification Forms 
 M  Contract Administration Documents 
 N  Virginia Public Procurement Act (Unofficial Copy) 


	CSB
	Published By
	Table of Contents
	Appendices




